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10.If you have any questions or comments, please contact MaryJob at (301) 315-5939

Version Date:

5. Save the completed forms.  Please be sure that your State postal code appears in the file name.  (Example:  
Maryland - Res07MD.XLS)

7. RED cells indicate computational errors or an error in reporting race/ethnicity.  Sum totals for race/ethnicity 
should not be greater than reported totals.  Please make sure there are NO RED CELLS before saving and 
submitting data.  

October 30, 2008

Data Transmission System (DTS)

9/12/2008

9. If you received your file by e-mail, please return electronic copies of completed DTS forms to Westat

Please read the following basic guidelines before completing the Data Transmission System (DTS) forms:

1. To change the size and appearance of the text on the spreadsheet, select VIEW from the toolbar, select ZOOM, 
and then select the percentage increase or decrease.

2. Enter the appropriate data into the YELLOW shaded areas on each page of the form.  Please be sure to read 
section heading descriptions so data are entered in the correct section.  Also, be sure to enter any State and date 
information.  The two-digit State postal code should appear on every page of the form.  A list is available on 
PAGE1.  Use the scroll bar or the up or down arrow keys to scroll through the list.  Click on the appropriate State 
postal code to select it.

8. Print the entire workbook by selecting, FILE, PRINT and then select ENTIRE WORKBOOK located in the 'PRINT 
WHAT' section.  Send printed copies of the completed DTS forms to the Office of Special Education Programs 
(OSEP) at the following address:

3. If you choose to cut and paste data from another area, use the PASTE SPECIAL option and select VALUES.  
This will protect the current formats.

4. Any comments regarding the submitted data should be entered on the last page of the workbook, titled 
COMMENTS.  

6. Each cell in the attached spreadsheet contains a “-9” value by default.  If you do not enter a count in each cell it 
will be determined that the State did not collect the requested data element.  In such cases, the State must provide 
an explanation in the comments section for the missing data.  Note that if the submission is missing a required data 
element, it will not be entered into DANS and the State will be required to resubmit.
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(1) Written, signed complaints total 10

        (1.1) Complaints with reports issued 10

                   (a) Reports with findings 5

                   (b) Reports within timeline 8

                   (c) Reports within extended timelines 0

        (1.2) Complaints withdrawn or dismissed 0

        (1.3) Complaints pending 0

                   (a) Complaints pending a due process hearing 0

(2) Mediation requests total 8

        (2.1) Mediations held 6

                (a) Mediations held related to due process complaints 1

                       (i) Mediation agreements 1

                (b) Mediations held not related to due process complaints 5

                       (i) Mediation agreements 1

        (2.2) Mediations not held (including pending) 2

(3) Due process complaints total 4

        (3.1) Resolution meetings 4

                (a) Written Settlement agreements 1

        (3.2) Hearings (fully adjudicated) 0

                (a) Decisions within timeline (include expedited) 0

                (b) Decisions within extended timeline 0

        (3.3) Resolved without a hearing 4

(4) Expedited due process complaints total 0

        (4.1) Resolution meetings 0

                (a) Writen settlement agreements 0

        (4.2) Expedited hearings (fully adjudicated) 0

                (a) Change of placement ordered 0
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